TIPS FOR HIRING NEW EMPLOYEES 

New Employee Packet  
After a job offer is accepted, all new employees must complete a New Employee Packet that must be processed through Systems Control prior to the employee’s hire date. The Packet should be completed as soon as possible to establish the employee’s legal employment status and to facilitate the hiring process. The I-9 form included in the packet must be signed by the employee on or before their hire date. 

Out-Of-Town Hires

To expedite the hiring process for out-of town new hires, send the New Employee Packet to the employee or direct them to the forms available on-line.  Ask the employee to complete and return the packet to their home department prior to their arrival.

I-9 Forms for Out-Of-Town Hires 


The I-9 form is the only form in the employee’s New Employee Packet that requires supervisor/departmental review and signature. For employees who work outside of Arizona, it may be necessary for hiring departments to assign notary publics or other non-UA employees to act as agents on behalf of the University in reviewing and signing I-9 forms.  However, the University remains totally responsible for employing individuals who are legally authorized to work and is liable for fines or penalties associated with any discovery of fraudulent or inaccurate documentation.  

New Hire Tax Forms for Foreign Nationals 

Foreign Nations working at the UA may be able to take advantage of tax treaty agreements between their home country and the U.S.  To determine the employee’s eligibility, the employee must complete the International Tax Questionnaire (ITQ). Foreign nationals are also required to complete Form W-4 and Form A-4 with special instructions. (See payroll foreign national website http://www.fso.arizona.edu/fso/payroll/services/foreign_national.asp). 

New Hire Tax Forms for U.S. Citizens Working 330 Days or More Out-of- the- Country

A UA employee who is working in a foreign country for more than 330 days may qualify for income tax exclusions under tax laws.  Provide IRS Form 673 and Form W-4 and Form A-4 to the employee to take advantage of these exclusions.  Submit the original forms to Payroll for processing.  To continue the exclusions, the employee must complete new forms each year before January 31.

Routing Hiring Documents  

Complete and forward all hiring documents, the New Employee Packet, and a copy of the employee’s resume or application to Human Resources or the Provost Office. 

Hiring documents should be processed as far in advance as possible to ensure timely issuance of paychecks and facilitate access to services.  Departments may submit hiring documents up to one month in advance of the employees start date to expedite the issuance of an Employee Identification (EID) number and CatCard.

Employee Identification Number

In accordance with A.R.S 15-1823, all university employees are electronically assigned an Employee Identification (EID) number when hiring documents are received and processed by Systems Control through the Personnel Systems Operating System (PSOS).  EID notification will be sent to the employee via their home department.  Please encourage employees to retain and memorize their EID for benefits services and other on-line transactions. 

Employees must be assigned an Employee Identification Number to obtain a University Cat Card, and access to university services and resources.

Benefits Information  
The University offers a number of University and State-sponsored insurance programs and plans including medical, dental, vision, short and long-term disability, life insurance, retirement and tax sheltered annuities plans. A tuition reduction program, flexible spending accounts and other fringe benefits and services are also available to benefits-eligible employees. 

It is imperative that employees carefully review benefits information to help them make informed decisions. Employing departments should refer employees to plan descriptions, fee structure and enrollment information on the Human Resources website at http://www.hr.arizona.edu/04_cb/benefits/ prior to the employee’s first day of work. Note:  New employees must enroll in their retirement, medical, dental, vision, supplemental life, short-term disability, and flexible spending plans within 30 days of their hire date.   
New Employee Orientation Registration

The university-wide New Employee Orientation program is coordinated by the UA Human Resources Department and is offered to all Classified Staff and Appointed Personnel employees of the University of Arizona.  New Employee Orientation introduces new employees to the organization and culture of the University and provides employees with critical policy, procedural and resource information.

Orientations are generally held once a week in Room 214 of the University Services Building at the Main Gate Center, 888 North Euclid Avenue. Please register new employees within one week of the employee’s hire date by calling 621-3662.

Benefits Orientation (“Understanding You Benefits”)
Beginning in June of 2002, optional one-hour benefits orientation sessions will be offered in conjunction with New Employee Orientation sessions. The “Understanding Your Benefits” session is designed to provide an overview of benefits plans and programs for employees who need additional assistance with their benefits enrollment activities.  There will also be plenty of time available for employees to ask questions and to get help with the on-line benefits enrollment system.

Prior to attending a session, benefits-eligible employees are asked to carefully review information contained in their Benefits Packet and view on-line benefits information to help familiarize themselves with the benefits programs and plans available.  Employees must bring their benefits packet and worksheet to the benefits session.

Department Orientation

Successfully orientating your new employees can pay back big dividends in staff retention, employee commitment and client satisfaction.  Successful orientation of new employees is an on-going process, and should not be limited to the first few days on the job. Human Resources has developed department orientation resources to help employees and departments achieve an effective employee orientation process,

A department orientation checklist is available to help the employee and their supervisor or team leader quickly review information related to job responsibilities, office protocols and university policies and procedures. Reviewing this information during the employee's first few days on the job can facilitate a clear understanding of job expectations.

New to the “U” web page

Beginning in the summer of 2002, a web page devoted entirely to resources and information for new employees will be available on the Human Resources web page. This web page will include vital information on policies, resources and services available to new employees and will offer a comprehensive view of the University community.  

UA Cat Card ID    
The CatCard is the official University of Arizona identification card.  The CatCard features a digitized photo, digitized signature, SmartChip and magnetic stripe.  The CatCard allows employees to access a wide range of on-campus and off-campus services and resources such as library privileges, building access, and campus recreation services depending on an employee’s employment status. New faculty and staff are issued their CatCard free of charge.  

To obtain a CatCard, employees must visit the CatCard office, located in the lower level of the Student Union. When applying for a CatCard, employees will be asked to provide their assigned University of Arizona Identification (EID) number to verify their status with the University of Arizona. New Employees should also bring valid picture identification such as a driver’s license or passport and a UA paycheck or pay advice. For additional information, see http://catcard.arizona.edu/ or call 626-9126.

University Net Identification (Net ID)  

An employee UA NetID is the personal identifier for a number of online services at the University.  The UA NetID verifies the identity of an employee when they use many of the online services the University of Arizona provides. This ensures the privacy of personal information and restricts the use of resources to those for whom they are intended. The UA NetID also consolidates the disparate authentication mechanisms of various UA on-line services, replacing several unique identifiers with a common one.  

Some of the services requiring a NetID include:  e-mail and CCIT computing accounts; web applications (Employee Link, Advisor Link, Form Link, etc.); university-site-licensed software and CCIT computer labs.

Establishing a UA E-mail Account 

The Center for Computing & Information Technology (CCIT) provides free computer accounts to UA Students, Faculty or Staff members.  A brief description of the different accounts can be viewed on the CCIT web page.  For more information or to apply for an account, see http://computing.arizona.edu/services/email_accounts.shtml or call the help desk at 621-HELP.  

Parking & Transportation

The department of Parking and Transportation Services provides parking options and promotes transportation alternatives for faculty, staff, students, and visitors at the University of Arizona.

For more information on parking locations, permit registration and other transportation needs see www.parking.arizona.edu/ or call Parking & Transportation at 626-7275.

Telephone/Voice Mail Service

To install a new telephone, make changes to existing telephone services or disconnect a telephone line, call a Telecommunications consultant at 621-8999.

Voice messaging services can be ordered for UA faculty/staff/students by calling 621-8999.

Keys/Building Access

A current University of Arizona CatCard I.D. (or other appropriate ID as determined by Facilities Management) is required for all staff/faculty and students requesting University issued keys.  Policies and procedures for key issuance can be accessed at http://w3.arizona.edu/~policy/restricted.shtml
Key requests and issuances are provided at two locations on campus.  Keys for the Main Campus can be picked up at 1301 E. 5th St. For additional information call 621-1612 or write to keydesk@fm.arizona.edu

Keys for the Arizona Health Sciences Center (AHSC) and parts of the University Medical Center (UMC) can be picked up at 1451 N. Cherry.  For additional information call 626-3001 or write to ahsckeydesk@fm.arizona.edu
Access and Training for University Administrative Systems

Many new employees will require access to one or more university administrative systems in order to fulfill their job responsibilities.  The following descriptions will help you determine what on-line access, manuals and training may be required for new employees.  
FRS 

The Financial Records System provides information about your FRS accounts, such as budget, current month, year-to-date and project-to-date revenues and expense, detailed transactions and encumbrances. Employees will need access to FRS if they will be monitoring accounts, entering requisitions (DPRs) or need access to the fixed assets module. To request access, complete a Request for FRS Access Form.

Financial Services offers a series of classes that cover the UA's financial administrative policies and procedures and transaction processing.  These classes are recommended for transaction processors, retrievers, and approvers.  Class schedules and registration information for classes listed below can be found at (http://www.fso.arizona.edu/fso/new_to_u.asp#training)

PSOS (Personnel Services Operating System)

PSOS provides University payroll and personnel information. To request access contact Beth Ritterbusch in Systems Control at 621-1552, USB Room 401 for a PSOS Access Request Form or access and download the form from the Systems Control web site). 
A schedule of beginning and advanced PSOS training classes are available at http://w3.arizona.edu/~syscon/
SIS  (Student Information System)
SIS a collection of student systems that support the Admissions, Student Records, Financial Aid, Accounts Receivable, Advising, and Degree Audit functions. 

SIS accounts are available to UA Administration, Faculty and Staff. Visit the SIS Access page for information regarding the requirements for access and to download the request forms.

SIS classes are available for people who are new to SIS.  Classes include an introduction to what SIS expects from users in order to display academic record information (registration schedules and transcripts) and class information (class lists, enrollment, and class availability). Please call 621-0979 or E-mail reserve@listserv.arizona.edu to reserve a seat. Note: You must have an active SIS account in order to attend these sessions. 
FERPA (Family Educational Rights And Privacy Act)

Attendance of FERPA training is required for employees who use the Student Identification System and is recommended for anyone who has access to student or employee records. The CatCard Office has partnered with the Office of the General Counsel to offer FERPA training for departments in need of this service. A schedule of presentations is available on the CatCard website .
PET (Payroll Expense Transfer)

Payroll Expense Transfer is used to correct an employee's pay records. To request access, contact Mildred Epstein in FSO-Payroll Accounting, 621-5115. 

SPINS (Sponsored Project Information System)

SPINS provides information about grant and contract accounts. To request access, contact: Richard Oldaker, 626-4588, USB 412 oldakerr@u.arizona.edu 

UIS

University Information System provides desktop accessibility to the data stored in the University's online transaction systems (FRS, SIS, PSOS, etc.). To request access, visit the UIS website (http://www.uis.arizona.edu/UIS/). 

I- 9 Training 

All U.S. employers are responsible for completion and retention of Form I-9 for each individual they hire for employment in the United States. This includes citizens and non-citizens.  Failure to properly complete the I-9 can result in a significant liability for the University. I-9 classes are designed to help payroll representatives and hiring authorities complete the form in the appropriate manner.  A schedule of classes can be accessed at   http://w3.arizona.edu/~syscon/
Computer Training and Education (Office of Continuing Education and Academic Outreach)
Office of Continuing Education and Academic Outreach offers a wide variety of noncredit office applications, e-commerce, Web development, desktop publishing, programming, networking, and technical classes and certifications. For additional information about other Office of Continuing Education and Academic Outreach class offerings or to register for classes see http://www.eu.arizona.edu/
Free Computer Workshops 

Internet, Electronic Resources & Software Workshops http://dizzy.library.arizona.edu/library/workshops/workshop.html
AHSC (Arizona Health Sciences Center) Computer Workshops

http://www.ahsl.arizona.edu/classes/ahsl-classes.cfm
Training and Development for Web users

http://uaweb.arizona.edu/
Computer Based Training (CBT)   

On-line tutorial programs can be accessed at http://uacbt.arizona.edu/
Other Computer Training Resources and Certification Programs
http://www.arizona.edu/computing/computer-training.shtml
Professional Development (Human Resources)


Human Resources development classes are free of charge and are open to all benefits eligible University employees. To make courses more accessible to your employee’s dynamic work schedules, the current Schedule of Classes are posted on the HR web site and course offerings open for registration one month before the scheduled session date.  

 Professional Success Institute (PSI) 

A certificate program designed to increase the success of members of our University community. This program is open to all University employees and is designed to increase proficiency in the skills and competencies most desired by University departments. 

Orientation and registration programs are held quarterly.  Dates and times are listed on Human Resources’ professional development website. 

University Leadership Institute  (ULI)

A program designed exclusively for managers and supervisors of classified and appointed non-faculty personnel. The Institute's curriculum is designed to strengthen competencies most often cited as critical for outstanding supervisory and managerial success. 


Risk Management Courses

